PAGE  

TASK FORCE FINDINGS, FINAL REPORT:

CONTROLLER / FINANCIAL SERVICES
Spring 2006

[image: image1.png]



HILLSBOROUGH COMMUNITY COLLEGE, 

HILLSBOROUGH COUNTY, FLORIDA

TASK FORCE MEMBERS

Chair, Bonnie Carr, Controller, HCC

Ellen Canji, Dean of Academic Affairs, HCC

Barbara DeVries, Financial Services Director, HCC

Mike Ermeling, Accountant, HCC

Bruce Judd, VP Information Technology, HCC

Linda Tarrago, Accounting & Business Professor, HCC

Alisa Zujovic, Research Analyst, HCC

CONTENTS

[image: image2.png]



I. Introduction








       1

II. Description of Unit







       3

III. Unit Planning Objectives






       4 

IV. Task Force Findings

A. Strengths of Unit






       
       5

B. Weaknesses of Unit






       6

C. Recommendations for Improvement



       
       7

V. Distribution List







                  9

VI. List of Appendices







      10


· Appendix A: Hillsborough Community College Mission, Vision, 

2004-06 College Goals




      

      11

· Appendix B: Organization Chart 2005-06


      
      13


· Appendix C: Unit Plan 2005-07




      16
· Appendix D: Audited Financial Statements for FY ended
June 30, 2005 and Proposed Audit Adjustments                    
      25
· Appendix E: FSS Survey 2005




      35
· Appendix F: Operational Audit Report Nos. 2004-069 
& 2006-065







      39
· Appendix G: FY 2005-06 Fiscal Health ratio from CSF document    44

· Appendix H: Staff profile roster  



      
      47

Appendix I: Florida Community College System – Chart   

of Reports, and Transmittal Correspondence

     
      52

· Appendix J: Higher One information materials                    
      59

· Appendix K: Payroll Process Review Project – 

Improvement Opportunity Summary, pp. 58-65

      
      62

INTRODUCTION
[image: image3.png]



Hillsborough Community College engages in a review of academic, academic support, and administrative areas for the following purposes:
1. To complement the institution’s strategic planning process requiring the internal development of unit plans with an external perspective in the review of those plans and the quality of programs and services.

2. To respond to intrinsic motivations for continuous improvement with a focus on the enhancement of institutional effectiveness and efficiency; student learning outcomes; and client satisfaction.

3. To respond to state mandates and accreditation requirements of the Southern Association of Colleges and Schools calling for a systematic review of all programs and services.

The review is conducted by a Task Force composed primarily of individual outside the unit under review. The chair is a full time employee of the unit under review.

The charge to the Task Force is to identify strengths and weaknesses of the unit as guided by empirical evidence. From the list of strengths and weaknesses, the Task Force is to develop recommendations for improvement to capitalize on strengths and redress weaknesses. The work of the Task Force is to be completed within a fall or spring semester culminating in a final report. 

For academic areas, a judgment should also be rendered regarding the continued viability of the program in context of service area demand, enrollment, and critical workforce needs.

Central to the review is an examination of data, including measures of stakeholder satisfaction, to support empirically derived lists of programmatic strengths and weaknesses. These lists form the basis upon which recommendations for improvement are developed.

Subsequently, two brief follow-up reports are to be drafted. The first follow-up report is due in the following semester. The second is due one year later at the conclusion of the semester in which the original review was conducted. Each consists of a listing of the final recommendations with a few statements indicating the status of their achievement.

Recommendations not achieved may become unit planning objectives to ensure a continued focus on their attainment. Objectives that stem from review recommendations should be indicated as such in the Strategic Planning System of the College.
DESCRIPTION OF UNIT
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The mission of the Controller / Financial Services Department is to manage the College’s fiscal operations including General Accounting, Payroll, Accounts Payable, Accounts Receivable, Grants, Capital Projects Accounting, Property Records, and Fixed Assets & Cashiering and is responsible for accurate financial reporting to ensure the integrity of the College’s financial operation and that the College objectives and goals are efficiently and economically met.
This unit is responsible for developing and maintaining the college-wide budget. 

The Controller’s office prepares the College’s Annual Financial Report and the annual Cost Analysis Report. The office also coordinates external audits and is responsible for maintaining internal controls over the College’s financial resources. 

The Financial Services Department is responsible for student billings, collections and bursar offices. 
UNIT PLANNING OBJECTIVES
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The 2005-07 objectives for the Controller / Financial Services Department are as follows:
1. Develop a Campus Funding Model.
This supports College Goal #6.


As of 12/30/05 the status of this goal was “Accomplished.”
2. Develop Financial Internal Control Procedures for the College’s revenue generating units.
This supports College Goal #6.


As of 12/30/05 the status of this goal was “In progress.”
3. Implement electronic payroll earnings reports / advices.

This supports College Goal #6.

As of 12/30/05 the status of this goal was “In progress.”
4. Enhance the Accounts Receivable Aging Report to provide meaningful information for management, identify delinquent accounts, and improve collections.

This supports College Goal #6.


As of 12/30/05 the status of this goal was “Accomplished.”
5. Create a web page for the Bursar operation to inform students and staff of important information pertaining to payments and other financial / registration matters.

This supports College Goal #6.


As of 12/30/05 the status of this goal was “In progress.”
6. Enhance the bank reconciliation to provide a more meaningful format for management.

This supports College Goal #6.

As of 12/30/05 the status of this goal was “Partially accomplished.”
STRENGTHS OF THE UNIT
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1. There were no audit adjustments made to the 2004-05 Financial Statements prepared by the unit, and the Auditors opinion was unqualified. 
Source:  See Appendix D, Audited Financial Statements for FY ended June 30, 2005 and Proposed Audit Adjustments.
2. According to Faculty and Staff Satisfaction Survey, 89% of respondents rated their satisfaction with the Bursar Office as ‘Satisfied’ or ‘Very Satisfied’. This exceeds the mean response of 80.0%.
Source: See Appendix E, FSS Survey 2005, p.14.

3. Respondents to the FSS Survey identified 13 strengths under ‘Administration / Finances’. ‘Quick responsiveness’ was a common comment across campus locations.
      Source:  see Appendix E, FSS Survey 2005, comments section.

4. Respondents to FSS identified 21 strengths under ‘Bursar Office’, reporting that employees in this office were very knowledgeable, cooperative, and courteous. This was common across campus locations.
Source:  See Appendix E, FSS 2005, comments section.

5. Operational audit findings decreased from 14 in the 2002 report, to 11 in the 2004 report.
Source: See Appendix F, Operational Audit Report Nos. 2004-069 & 2006-065.
6. College maintains financial stability. In 2003-2004, HCC has the 5th highest asset to liability ratio among the Florida Community Colleges at 5.20:1. In 2004-05, it increased to 6.82:1.
Source:  See Appendix G, FY 2005-06 Fiscal Health ratio from CSF document, pp.21-22.
7. Professional staff is highly qualified (staff certifications, advanced degrees, conference attendance, and professional development).
Source: See Appendix H, Staff profile roster. 
8. Department is proactive and timely in complying with local, state and federal regulations.
Source: See Appendix I, Florida Community Colleges System – Chart of Reports, FY 2005-06 and Transmittal Correspondence 
9. Innovative projects are initiated and completed (Higher One Card, TIPS, etc.).
Source:  See Appendix J, Higher One information materials.
WEAKNESSES OF THE UNIT
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1. 77.1% of FSS respondents rated their satisfaction with the ‘Administration & Finances’ department as ‘satisfied’ or ‘very satisfied’. This is below the overall response of 80.5% Respondents to FSS identified 11 weaknesses in ‘Administration/ Finances’. Purchasing and Payroll issues were of primary focus. Respondents to FSS identified 8 weaknesses under the Bursar Office, centering on the availability of Bursar services and Bursar hours of operation. 
Source: See Appendix E, FSS Survey 2005, p. 8, comments section.
2. Several Payroll and Payroll-related deficiencies were identified in an independent review of the Payroll process.
Source:  See Appendix K, Payroll Process Review Project – Improvement Opportunity Summary, pp. 58-65.
3. There is no standard format for creating General Ledger (GL) reports. Financial reports and budgeting process is not user friendly.
Source: Judgment of the Task Force.
4. There is no internal audit function.
Source: Judgment of the Task Force.
5. There is no established budget training for staff that submits information for processing to the unit. There is overlap between the Purchasing and Human Resource Departments and it is not clear which Department handles what. Intra and Inter communication is lacking (lack of updatable, comprehensive, procedures manual and ineffective budget training). Processes are cumbersome and inconsistent.
Source: Judgment of the Task Force.
6. Number of repeated findings increased from 4 in the 2002 report, to 8 in the 2004 report.
Source:  See Appendix F, Operational Audit Report Nos. 2004-069& 2006-065.
7. Technological competencies of staff need development. Lack of appropriate application of accounting technology.
Source:  Judgment of the Task Force.
RECOMMENDATIONS FOR IMPROVEMENT 
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1. Implement recommendations from Payroll Process Review Project.

2. Work with campus student services to develop a survey of bursar operations including but not limited to hours of operation.

3. Create an updatable on-line manual that can also be printed and placed in binders with updated sections clearly designated so that they can be removed and replaced. Budget training should be accomplished through on-campus training sessions and supplemented by on-line refresher module. Regularly scheduled question and answer meetings on each campus to help set up future training as needed (e.g. sites and topics to be determined based on meeting input). Develop/publish procedures for functions/processes that affect staff members throughout the College.
4. Set up a task force to examine and receive input on ways to improve the budget process. Form a focus group of financial report users or distribute a survey to obtain input as to areas of concern and confusion as well as possible solutions. Use process mapping to document current process and to identify areas for improvement. Establish an advisory committee of professional
5. Establish a rotating schedule to review processes/practices to ensure adherence to State/Fed. Regulations and ensure proper internal controls. Look to create an internal audit position that reports directly to the Board of Trustees. Use cross-functional teams to periodically evaluate other departments to ensure compliance with operational procedures
6. Assign one or more staff to work with OIT in developing a data warehouse (in progress) that provides financial reports via a browser.

7. Periodically scheduled and on-demand training provided using in-house resources geared to specific application needs (Excel spreadsheet, etc.) on site to limit disruption of operations. In addition, on-line refresher modules should be required to be completed with certificates issued and supervisors notified. Contact IT3 (MS office skills) or Datatel (colleague skills) for an analysis of technology training needs across the department and establish annual training and skills goals for all staff needing skill upgrades.
8. Create a website that has links to procedure summaries for commonly used procedures (i.e. budget transfer, expense transfer, invoice submission, check requests, etc.). Communicate to the college where these procedures are located.

DISTRIBUTION LIST OF THE FINAL REPORT
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The final report and all follow-ups will be distributed by the chair to the President’s Cabinet, appropriate Deans and/or Directors, Unit Heads, Unit Members, Task Force Members, and all campus libraries. It will be posted to the Public Folders and disseminated electronically to the HCC Community.

APPENDICES

[image: image10.png]



· Appendix A: Hillsborough Community College Mission, Vision, 2004-06 College Goals
· Appendix B: Organizational Chart 2005-06
· Appendix C: Unit Plan 2005-07
· Appendix D: Audited Financial Statements for FY ended June 30, 2005 and Proposed Audit Adjustments
· Appendix E: FSS Survey 2005, comments section
· Appendix F: Operational Audit Report Nos. 2004-069 & 2006-065
· Appendix G: FY 2005-06 Fiscal Health ratio from CST document, pp. 21-22
· Appendix H: Staff profile roster
· Appendix I: Florida Community Colleges System – Chart of Reports, and Transmittal Correspondence
· Appendix J: Higher One information materials
· Appendix K: Payroll Process Review Project – Improvement Opportunity Summary, pp. 58-65
APPENDIX A

[image: image11.png]



APPENDIX B
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APPENDIX C

[image: image13.png]



APPENDIX D
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APPENDIX E
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APPENDIX F
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APPENDIX G
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APPENDIX H
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APPENDIX I
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APPENDIX J
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APPENDIX K
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